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Alerts

Question: Updated 6[17[5

Why do we need to check the alerts on the ‘Seeker History” screen?

Answer:

Currently, Toolbox 2.0 is not stable enough to assume the alert went through without

Toolbox 2.0 Desk Aid Complement—CAP

checking this screen. In addition, there are no edit checks and if all of the required

information is not entered, the alert will not be sent.

The ‘Seeker History Screen’ shows multiple items, including previous alerts that were

sent:
Seeker Services I Change History Motes Paymerts
Display Options Counts
v Service History v Tasks [ | Alerts

[ Correspondence [ Appointthents [ Enroliments
WWorkshop Motices [V WWSL Referralz

ver Referrals: 0

Exit Snapshot

Training VWeeks

Remedial: ]
Qccupational; 0

QJT: 0
Total: ]

Counselar

| Drate |Type of Service |

ervice Counselor Wiek

| Description | ResLitts
L

|06/04/08 [Service |JACKE WEAVER  |Teshfiy - Assessment

|
06408 [Service UACKIEWEAVER Afesting - Assessment |
06/04/08 | Service LACKE WEAVER  [Testing - Assessmert |
D64 |Service WACKIE WEEVER  |Assessment |
n5s30ma | Task WACKE WEAVER  |FSD has started Sanctioning this customer an CAP. [Completed
[osrz0/05 | Task _AJBCKEWEAVER |Customer Auto-Enrolled in CAP Recipiert [Completed
[n5/20ma [Enralimert [JACKEWESAVER | CAP Recipiert-Sanctioned |actual
nss26ma Is.arv'ge/ [JACKEWESVER  |Assessmert |
051 5m8 [ slert [JACHE WEAVER  [Complied With Immediste Engagement | Complied with Immediste Engagemert. |
05 55 [Enroliment [JACKEWEAVER  |CAP Applicant | ctual
0511 5105 |Service [RUTH LESMEISTER  |Job Search Activity |
n4s29ma | &lert [JACKEWESVER  |[VOLUNTARY WTHDRAWAL OF CASE CLOSING | Works Status ks Inactive | =
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Segker Servic Motes Paymerts FED Load Infarmation Exit Snapshot
Counts Training VWeeks
Service History [ Alerts DD Referrals: | 5 Placements:[ o Remedial] 0
Correspondence [ Enroliments Self Referrals:| 6 Services:| 21 Occupational:] O
Wiworkshop Motices [V WSL Referralz Employer Referrals;| 0| Soratch Pads:[ o om| 0
Tetal] 0
| Drate | Type of Service | Description | ResLitts
05/ Fice Couns e [ Job Referral _
060408 |Service [JACHEWEAVER  |Testing - Assessment |
06408 [Service [JACKE WESVER  [Testing - Assessment |
06/04/08 | Service [JACHIEWEAVER  [Testing - Assessment |
D64 |Service [JACKEWESVER  |Assessment |
n5s30ma | Task [JACKEWESVER  |FSD has started Sanctioning this customer on AP, [Completed
[osrz0/05 | Task [JLCKIEWEAVER  |Customer Auto-Enrolled in CAP Recipient [Completed
[n5/20ma [Enralimert [JACKEWESAVER | CAP Recipiert-Sanctioned |actual
n5/28ma |Service [JACKEWESVER  |Assessmert |
051 5m8 | slert [JACHE WEAVER  [Complied With Immediste Engagement | Complied with Immediste Engagemert. |
05 55 [Enroliment [JACKEWEAVER  |CAP Applicant | ctual
0511 5105 |Service [RUTH LESMEISTER  |Job Search Activity |
n4s29ma | &lert [JACKEWESVER  |[VOLUNTARY WTHDRAWAL OF CASE CLOSING | Works Status ks Inactive | =
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Question: Udded 6/3[8

Why did Toolbox 2.0 allow you to send an inappropriate alert (i.e. alert “teen parent
in an educational activity” for someone who was not a teen parent)?

Answer:

Immediately after conversion, there were no edit checks on alerts. This has since
been resolved.

Question: Updated 6[11[5

What steps are required to ensure the IE compliance alert is sent from Toolbox 2.0 to
FAMIS?

Answer:
After all four of the boxes on the right side of the ‘CAP Appropriateness’ tab are

completed, the alert should send in the overnight batch. The case manager will need
to verify the alert is showing on the ‘Seeker History Screen’.

Toolbox 2.0 Desk Aid Complement—CAP, Updated Noventidl, 2008
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Enroliment MAppropristeness l Ei Progress

General CAP l

If applicable, describe how Age is a barrier to employ

nat & harrier
=
£l
If applicable, describe howe Appearance is & barrier to emplyment and tr3ging
; * Long Term)
not & barrier =
= home health, are =
= =
-
If applicable, describe howe Attitude is & barrier to emplyment and training
- N Educational Goal
-
not & barrier states she has & poor attitude of her self = | ® Short Term
- none at this time \ =
Describe what the participant's strengths are -
illing to wveork | * Long Term:
Jef none &t this time &=
- 2y
-
Training Zervices must
Completed Diate: he added to plan by: Record |_1 of |_3 ﬂ ﬂ + Al | @ Save | 3 Cancel

On the ‘Seeker History” screen under the ‘Seeker Services’ tab, ‘Complied with

Immedi

lity

Seeker Services l

B E 4 » BN

10

Payments FZD Load Information Exit Snap=shot
Display Options Courts Training Weeks
I Service History [ Tasks [ Alerts DWD Referralz:| S Placemerts:|  n Remedial: 0
¥ Correspondence W &ppoirtments [ Enralimerts Self Referrals:| 8 Services:| 2 Occupational: 1]

WWorkShop Matices  WVWWSL Referrals

Employer Referrals: 1]

QT 0

Soratch Pads: ]

Total] O
| Date | Type of Service | Counzelor Description | Rezuts
0 et R _
{051 5008 Enroliment [JACKEWEAVER  [CAP Applicant [actusl
(051508 | Service [RUTH LESMEISTER ok Search Activity |
(4125008 | Alert [JACKEWEAVER  [WOLUNTARY WWTHDRAWAL OF CASE CLOSING |Works Status Is Inactive |
|04 &g | Correspondence [DOMMA DEMPSEY  |Free Format Letter ziled
[n4m2ims | correspondence [JACKEWEAVER  |ReEng Post Enroll Sanctioned Mziled
|04/03i08 |carrespondence [JACKEWEAVER  |Free Format Letter Mailed
031 0i0g | Correspondence [JACKEEWEAVER  |ReEng Post Enroll Sanctioned Mziled
020806 |Correspondence [JACKIEWEAVER  |ReEng Post Enroll Sanctioned hsilect
|0204:05 |carrespondence [DOMMA DEMPSEY  |Free Format Letter Mailect
1 908 |Correspondence [JACKIEWEAVER  |ReEng Post Enroll Sanctioned hsilect
l12:2107 |correspondence [KAREMBEVANS  |Fres Formet Letter [Mtzilect
[12110107 |Carrespondence |[JACKIEWEAVER  |ReEng Post Enrall Sanctioned hsilect =

Ei;— Print List
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Question: Udded 6[11]8

What if FSD did not receive a sanction alert?

Answer:

This was a programming error. The sanction process will have to be restarted. The
case manager will have to use the free-form format to re-send the conciliation and

sanction letters as currently, the programmers took away the ability to re-send the
letter from the Seeker Correspondence.

Question: Udded 11[10[8

Why won’t Toolbox 2.0 allow me to delete alerts after the day it was sent?

Answer:

Toolbox 2.0 was allowing this in error. The Alerts policy has not changed and alert
deletion is only allowed the same day the alert was entered in Toolbox 2.0 since the

alert is sent to FSD in the overnight batch.

Local FSD should be contacted if any alerts was sent in error and not deleted the
same day. In addition, case notes should be written.

Assessment
Question:
What information will populate from Missouri Career Source to the Assessment?
Answer:
Generally, most items that are redundant will populate on the assessment. This
includes: seeket’s basic information, work history, education/certification, and

skills/tools. It is important to review any information that has automatically been
populated to the assessment with the client.
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Assigning Counselors
Question: Udded 6[3[8

We were not able to change the primary counselor during the applicant phase;
however, the counselor is in the same region, will this affect the file?

Answer:

This won’t affect anything for IE compliance. Please change the counselor during the
recipient phase.

Question: (dded 6[71[5
How is a client transferred to a new case manager within the same region?
Answer:

Transfers will be handled by your local individual who has the “Reassign” privilege.
To complete the transfer:

1. Do a ‘Case Management’ search for the counselor that is currently “assigned”
to the client’s case.

E‘)Q.%¢$B’ HEHSE « » M

@@ﬁs@%@ﬁ

Tt Statu&l Active - | Enroliment Type: ] ]Adual -

Counselor: JAME MOSS SEV\”CB-] [ “eterans Only
Team: '] Referral Service: | [~ Mo Metes last 30 days
Ofice: = Date:| | [ Mo Tasks last 30 days
Regiar: ~) g Services (30 | days Z Clear &l

County:] v| [ an Histary B Search
i i | City | Phone

ADEE | i : CAREER §ERANSON
IV [BALGHER, SEMME LIAME MOSS | BRANSON CAREER CENTER | BRANSON CAREER JBranson

¥ [BECKER, TFFANY ROSE R [JAME MOSS | BRANSON CAREER CENTER | BRANSON CAREER |CLEVER (4_1';;)559'.05_?',
I [BOURGLE, MICK W LAME MOSS | BRANSON CAREER CENTER | BRANSOM CAREER 1[Branson i17)544.0739
¥ [BURDI, CHRISTNA M [JAME MOSS | BRANSON CAREER CENTER | BRANSON CAREER 1[Branson (#417)386-4003
! [CAMERON, ELIZEBETH M |JAME MOSS | BRANSON CAREER CENTER | BRANSON CAREER Kirbyvile l@17)596-9625
¥ [CHRISTIE MR, BRANDON K [JAME MOSS | BRANSON CAREER CENTER | BRANSON CAREER |Rockeway Beach _|(417)593-1025
I COLLIER, KENNA, [JAME MOSS | BRANSON CAREER CENTER | BRANSON CAREER fimbering City (417)739-5970,
¥ |COOK, JENMFER ROSE R [JAME MOSS | BRANSON CAREER CENTER | BRANSON CAREER i[Branson West (417)527-9565
I [CURTIN, HELEN (JAME MOSS | BRANSON CAREER CENTER | BRANSON CAREER fForsyth (417)546-2019
I pavis, CNDY A 1UAME MOSS | BRANSON CAREER CENTER | BRANSON CAREER (Galena RS

Total Records: 85| Mumber Selectedt| 85|
i 5 ", P : T : Bt s
Destination:| seeker Info Tah o] | i Select Al ect Al 5 Print Report]| 5y Print List | [38] Exeal

2. ‘Deselect’ all of the cases from the screen.
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3. Select the client that needs the case transferred.

Mility

ﬂ'ir dove He

= | Enralment Type:| | actual

”)

Pri...

> Service:|

~| Referral Service:|

D

|—-':v‘eterans Only
[ Mo hictes last 30 days

LI N

MissouriCareerSource.con

JAME MOSS | ERANSOM CAREER CENTER | BRANSON CAREER 1

-:EEF ( EIJTEF |

Ridoedale

A SUHLING, CHRISTOPHER: CI

JAMIE MOSS | BRAMSON CAREER CEMTER | BRANSON CAREER WCAPE FA

IF:

UTTER, TIFFAMNY J

JAMIE MOSS | BRAMSOM CAREER CEMTER! | BRANMSON CAREER vHollister

van EWERY, AMBER

JAME MOSS | BRAMSON CAREER CEMTER | BRAMSON CAREER liRockaway Beach

WALGHM, TERATAS

JAMIE MOES | BRANSON CAREER CEMTER | BRANSON CAREER likimberling ity

ASHIMGTOR, MATTHE

JAMIE MOSS | BRANSON CAREER CENTER | BRAMSON CAREER

Galena

ASHINGTON, MIKKI

JAMIE MOSS | BRANSOM CAREER CEMTER | BRANZON CAREER dGalena

tWHITE, STEPHANIE

JAMIE MOSS | BRANSON CAREER CEMTER | BRANMSON CAREER dBRAMSO

]

TWILLIAMS, SARAH R

JAMIE POSS | BRANMSON CAREER CEMTER | BRANSON CAREER I!BRANSON WEST

WWOODARD, RENEE &

e e

thaﬂo”’; Seeker Info Tak

-1 Select Al

o)

=i DeSelect z’l«q ﬁ Prim.'&poﬂlﬁprinf:l-_'is’t | Excel

|¢417597-

8283 =

General

Wiiindow  Help

M Stetus:| Active
Counzelor: [JAME MOSS

Region:
Cnurrt\,n':[

v] Enraliment Type:l

[ Actual

M

Pri... = Service:'

Team:

"] Referral Service:'

Office:

"] ate:l—-l—

-

-]

[ Weterans Only

[ Mo Motes last 30 days
[ Mo Tasks last 30 days
[ Mo Services |30 | o
[ Al Hiztory

' Clear Al
E'EI Search

ays

Primary Counzelor | Office | Team | Title City
[ I JAKIE FEER CENTER | BR:
STUMPF, GREG R JAMIE MOSE | BRANZON CAREER CENTER | BRANSON CAREER Ridgedale
SUHLING, CHRISTOPHER Cl|JAMIE MOSS | BRANSON CAREER CEMTER | BRANSOM CAREER CAPE FAIR (303)508-0348|

5. Click ‘Reassign Counselor’ and F2.
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6. Select the new counselor name.

PORABRLAOAHAIVERS /S HBE BFEECKSE « » @

Fy Clear &l

i
-
et
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)

General
Chi Status:[ Active -] Er\ollmerrt Type: | Actual ']
Couns Counselar X“ [Jweterans ariy
U | ] [ Ma Motes last 30 days
Of BAssign Uncompleted Tasks, Future Tasks and Appointments [IMa Tasks last 30 days
Re - [ InoServices 30 | days i
o (% assion | X Cancel [l History s
Mzt City Phone
[w]
[] |STUMPF, GRE idgedale (417)334-4935
[ ] |SUHLING, CHF % APE PR (303)506-0346
LITTER, TIFF & lli=t 415270218
O 1 : Counselor | Office Wearm | Title - == (417 J
[ ] WanEVERY, — Prockaway Beach (417)230-2021
g (AU, TR ) | EN, CATHY | CENTRAL OFFICE | CENTRAL OFFICE TEAM | | [ oty (417)698.5379)
= MASHNGTOMY 4105 MARYA | CENTRAL OFFICE | GENTRAL OFFIGE TEAM | SIENS (4173576012
MYASHINGTOMY anCELL, BREMDA | CEMTRAL OFFICE | CENTRAL OFFICE TE Gl (417)294-1157
LI WHITE, STEPHR 4 DERSON, REGINA| CENTRAL OFFIGE | GENTRAL OFFICE RANSON (417)593-1962|
L) wiLLiams, S48 aDRES, MYRMA | CENTRAL OFFICE | CENTRAL OFFICE TEA RANSON WEST (417)338-6217)
L) WOODARD, RN £l IER. MARK | CENTRAL OFFICE | CENTRAL OFFIGE TEAM | e Hillage (417)597-8268)
Total Records : N L LI SN e .
Destination| e 3 Print Report| (3 Print List | [5] Excel
Assigning Records
Question:

Why aren’t the cases assigned by FSD Pay County instead of zip codes in Toolbox

2.0?

Answer:

This will be an enhancement in Toolbox 2.0.

Toolbox 2.0 Desk Aid Complement—CAP, Updated Noventhl, 2008
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AWEP/CWEP & Community Service
Question: Updated 11[10[8
How is AWEP/CWEP and Community Service calculated in Toolbox 2.0?
Answer:

The TANF and FS amount (from the “Seeker History”, “FSD Load Information”)

are added and divided by the state minimum wage ($6.65). (Please note: the state
minimum wage will increase to $7.05 effective January 1, 2009.) This is the amount of
hours that needs to be worked for the entire federal month as reflected in Toolbox

2.0.

The total monthly amount of hours cannot be exceeded due to FLSA rules. In
addition, all of the monthly hours must be worked to receive participation. The case
manager, recipient, and employer should work together to make sure there is enough
flexibility to work varying hours and to make up hours in different weeks of the
month.

Below is the ‘FSD Load Information’ with the ‘IM Grant’ (which stands for Income
Maintenance and means TANF) and ‘FS Grant’ (which means Food Stamps):

Fila Edil WNavigalion Qpliens Lility WOLUERy Window Help

Mﬁﬁimﬁ@ﬁéﬁ-"@h@&«sﬂ” HEGKOD «r @

27 -MAY - 2008 DOING1 9542 4o30EezES |
oA MAY - 2008 (030519542 493064289 |
22 APR-2008 OO0 2542 e
1800 T.2007 DO051 9542 453064259 J;;E
12Ot 2007 lots0s1 9542 4Gz
e Ac-2007 (0030519542 [ssseazes |
s 2062007 (00s19542 [soz06a280 |
[12-mar.2007 DOa0519542 [4g3084289
los-maR-2007 030513542 l4mzot4368
{z7-FEB-2007 {00051 9542 49064259
{21 -FEB-2007 0030519547 40064769
0-HON-2006 030513542 493064269
{msee- 2008 {nons13542 403064289
Joa- AuG-2006 {03051 3542 l4E3064289
2508 {0051 G542 493064269
18- 20006 0030519542 4EI064 269
122-Nov-2008 fooaostasaz 453064269 =
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Cancel Close

Question: Udded 9]23[8
How will I know if a record is cancel closed?
Answet:

That information is writing to case notes. In addition, Central Office CAP staff will
make a case note if reactivation has been requested.

CAP Appropriateness Tab

Question: Updated 6[11]8

What should we do if we can’t click on the ‘CAP Appropriateness’ tab during the IE
process?

Answer:

If the ‘CAP Appropriateness Tab’ cannot be clicked on, the following should be
completed:

1. Complete the IE process.

2. Gather the information for the tab during the IE process.

Toolbox 2.0 Desk Aid Complement—CAP, Updated Noventidl, 2008 9



3. Include the information on the ‘Comments’ on the Employment Plan.

'EEmpIn rent Plan - CHREISTINA WA

? .r'-ll:in:_#4'.-;'ti!:l]l

[ Show Closed Services | Show Closed Tasks  EO Natice:

Employment Plan l

] Plan: of ﬂl]

Assessment
|—Trial Participation
Job Search Azsistance
|:CAF‘ Joh Search Azsistance

Job Readiness

+ A Service] Comments] ﬁ Verification]

: TOUREATCT T icaziiy
SBNiCBilJob Readiness HDWS:' 5
Actual Start Date: (050408
- = Add Task
== Del Task
End Date: | | Outcome: II | = Del Service
Objective: | | Start Date:|nga iz
Service: | HDWS:'
= Add Task
== Del Task ] o
Endl Dte: | | Cutcome: II | — Del Service| |
Comments: |Christing is ina 2 parent household, she will be r*uired 35 hrs. a week.
~

E Schedule] ﬁ Pririt Plan] + ey Plan] == Del Plan ] @ Save

] 3 Cancel ]

$ sppicant TR%

$ payment | @ oEsE |

Training Vweeks
Remedial: m
Oocupstional: m
our:| o0
Total] O

FSD Morths an TANF:

4. Send an email with the name, DCN, and inability to click on tab to Central

Office CAP staff.

MissouriCareerSource.con

MISSOURI

Career Center
Where talent and opportunities meet

5. Central Office CAP staff will then request state level FSD manually allow 1E

compliance.

Question: Updated 9[23[8

Should we fill out the ‘Completed Date’ and “Training Services must be added to plan

by:” on the ‘CAP Appropriateness Tab’?

Answer:

No, this is WIA functionality.

Toolbox 2.0 Desk Aid Complement—CAP, Updated Noventhl, 2008
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The below tabs that should not be completed for CAP Clients:

Enrollment Apnropristeness I Employment Plan Progress Closures
General CAP l
It applicakle, describe hbw Age iz & barrier to employment and training Ciccupational Goals
it & karrisr = * Short Term:
i home health, waitress, fast food, customer service (]
-
-
If applicakle, describe hovy Bppearance iz a barrier to emplyment and training
Y .
’ Long Term:
not a barrier =
home heafth, day care =
| ]
b
If applicakle, describe how Attit)de is a barrier to emplyment and training
- y Educational Goals
-
not a barrier #ates she has a polr attitude of her self = * Shart Term:
B3 nione &t this time =
Dezcribe whit the patticipant's strengths are s
villing to weoyk = * Long Term:
= rione &t this time =
hd =
-
Training Services m*t
Completed Dz1E: be added to plan ky: Record | 10t | 3 ﬂ ﬂ = Add | @ Save | 3 Cancel

Question: Updated 617 [§

Why won’t the IE Compliance code show on the ‘Seeker History’ screen?

Answer:

If the ‘CAP Appropriateness’ tab was completed before the enrollment, the code will
not save. Therefore, the TA Applicant enrollment must be completed prior to

completing the ‘CAP Appropriateness’ tab.

Case Closures

Question: Udded 9]23[8

Why am I getting a task stating “FSD has inactivated CAP for METP alert “Failed
First Job Search | Batch” and then the CAP enrollment closes?

Answer:

This error has been corrected. Please let Central Office CAP staff know if this error
occurs again.

Toolbox 2.0 Desk Aid Complement—CAP, Updated Noventidl, 2008 11
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Question: Udded 9]23[8
When staff get a message in their “tasks” field from FSD stating “FSD has inactivated
CAP for this client” and in the Seeker History the same message appears, does this
mean the clients case has closed?
Answer:
Yes, this means the case was closed out. Anytime there is a work status change, the
primary counselor will receive a task to inform him/her of that action. You can also
look at the FSD Load Information to verify the last work status received for that
individual.

Case Load
Question: Udded 17[10[8

How do I get a client removed from my caseload when they are only a ‘Possible
Enrollment’ and not ‘Active’?

Answetr:

If a client is on your caseload, the client will stay there unless he/she moves, wants to
be transferred, or the record closes.

Case Notes
Question: Udded 6/3[8

Why aren’t the case notes appearing correctly?

Toolbox 2.0 Desk Aid Complement—CAP, Updated Noventidl, 2008 12
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Answetr:

Please make sure the counselors are selecting the ‘Case Notes’ icon

and not the “Task

Eile Edit Mavigation Options Utility O Utility 2

POHRBALOMRE VB S v TEME PG 4 b m

Certificates/Licenses

Question: Udded 9[23(8

Is there a place to enter licenses or certificates that are not listed in Toolbox 2.0?
Answer:

Yes.

1. Go to the ‘Seeker Screen’
2. Click on the ‘Edu/Cert” tab
3. Indicatﬁp;g of either license or certificate.

-~ License ficates - =
Type: | License v LiceriseiCertificats:

T’\..{bie?i

Dfate
Diate: ]
| — Delete

f— =.

4. Enter nameof license or certificate (this is a free form field) and the date the
license/certificate was obtained

Change Requests
Question: Udded 6[3[8
How do we handle change requests for Toolbox 2.0?
Answer:

Use the same procedure used in the previous Toolbox until Tech Support releases a
new process.

Toolbox 2.0 Desk Aid Complement—CAP, Updated Noventidl, 2008 13
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Closing Activities
Question: Updated 11[10[8
Should I close services when the case closes since Toolbox 2.0 is not doing this?
Answer:
Yes. Until this functionality is completed, you should close out the services if they
notice them. However, this will not affect federal reporting if the service is left open
since only actual hours are reported.

Comments

Question: Updated 6118

How can comments on Employment Plan be updated and added if you are not the
primary counselor?

Answer:

According to Tech Support, the comments should function in this manner:
. Another case manager (not his/her case) can add to the comments.
. Another case manager can add new objectives and services.

1
2
3. Another case manager can add to (not delete any of) the comments.
4

. Assigned case manager can delete all/any of comments and/or add to.

Since this is a universal function, please let Tech Support know if you experience
problems.
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‘Comments’ on the ‘Employment Plan’ tab:

File Ecit Navigation Options Ulility MO Utility i

FPORBA S ORL VA0 SEMR @ECKSD | o @

Enrollmert Appropristeness  Employment Plan l Progress Clozures

Show Closed Services | Showe Closed Tasks  EO Notice: Plan.|1_ of ’1_ ‘ >
7

IO S EE T TETETTCE Quelre e . it
S ITE |ng Readiness Hours:| 5 = I—Trial Patticipation

Actual Start Date: |0 0405 Job Search Assistance
Acd Tazk
y |:CAP Job Search Assistance
= ek Job Readiness

End Dage: LN { B
" ¢ ‘ £oms = Del Service

Ohjective: Start Dete: |61 0,08
Service: Hours: =
| ,_ + Add Service| CUmmErrtsl ﬁ Verifica{\un|
Ad Tazk Applicant TR
+ $ R Training Yveeks
= Del Task Remedial| 0
End Date:| \ Outcome: — Del Service Occupational: 0
: OJT: 0
Caomments: Chri%a iz in & 2 parent houzehold, she will be required 35 hrs. & week, = Tetal 0
== FSD Months on TANF:| 35

B scheduie | (3 Print Flan | o New Plan = DelPlen | (% Save | X Cancel | $ Paymert | Gh oEsE |

Conciliation

Question: Updated 6[25[5
Do we need to restart the conciliation process in Toolbox 2.0?
Answer:

It depends on the situation.

* If the individual has been in conciliation and it has been past 10 days, attempt
another contact. If you get no response, continue with the sanction process.

* If the individual was sent a letter with a sanction appointment and the process
was not followed through due to the system, restart the conciliation process by
sending another letter. Attempt one more contact and then continue with the
sanction process.

Question: (dded 11]10/8

Does the conciliation activity require hours to be entered?
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Answetr:

The hour field for conciliation should be left blank since it will not allow the entry of
‘0’ hours. ITSD will automatically send ‘0” hours to FSD for recording purposes.

Daily FSD File

Question: Updated 6[11[5

Where is the Daily FSD file in Toolbox 2.0?
Answer:

It is under “Seeker History” and “FSD Daily Load”.

The ‘FSD Load Information’ tab can be found by going to the ‘Seeker History’.

File Edit N ation Options  Utility

POHBA SO M D E
[ i i CHRISTI

Seeker Services Change History Motes Payments FED Load Information [ Exit Snapshaot
Dcn San
0030519542 433064269 =] Mame [HAVERLAND CHRISTINA MAR
0030519542 [493054269 Address [321 NWATER ST
[09-mav-2008 0030519542 493084269 Sddress2 |
[29-2pR-2008 030519542 493064269 L City |[CLINTON
[18-0cT-2007 [n030519542 [493054269 State o
[12-0cT-2007 0030515542 433064269 2 Zip [pavas
[20-8105-2007 0030519542 [4930542659 Zipd 1377
[14-20G-2007 [o0z0519542 493064269 Gerder [F
[12-mar-2007 030519542 453064269 Dok [14-2PR-1981
|05-Mar-2007 [n0z0519542 [493064269 wyark Status |=s
[z7-FeB-2007 [0z0513542 453084269 Referral Date [20-mMav-2008
[21_FEE-2007 [0z0513542 493084269 Parert Type [2
[30-mov 2005 0030519542 [4a305426 Wforker Name |GINA C TERRY
20-sEP-2008 0030519542 [+a3054269 Warker Phone |GG06E55531
|0&-aLiG-2006 030519542 [493084269 ImGrart [:4
[25-Jn-2008 0030519542 493064269 Fz Grart |516
[19-Jun-2006 [onans1a542 493084269 Chid Unler 6 |
[22-mow 2005 0030519542 403054269 - Chid Care |

Question: Udded 9[23(8

Why is there a ‘D’ or an ‘M’ in the lower right hand corner of the ‘Seeker Histories’
and ‘FSD Load Information’ screen?
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Answet:

This indicates if the information is from the FSD daily load or monthly FSD
reconciliation file. The FSD daily load is sent to Toolbox 2.0 from FAMIS when FSD
sends a referral or updates a record. The FSD monthly reconciliation file is sent from
FAMIS to Toolbox 2.0 on a monthly basis to sync up Toolbox 2.0 records with
FAMIS records.

121921270
121521270
121921270
121521270
06112008 0062751040 121921270
D0E2751040 121521270
015/22/2008 0062751040 (121921270
042372008 0062751040 121521270

09/ 072007 0062751040 121921270

051 372007 0062751040 121921270

Monthly Reconciliation File Indicatof
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DEBORAH STOVALL (314)746-0754

| »

‘ Seeker Histaries - HINDE 5 ABDIGSSE5S1 2700
Seeker Services Change History Motes

Loaded Ot Den SEn
nasz0iz00E n0f2751 040 21921270
0741112005 0052751 040 [121921270
07 /0252008 062751040 (21921270
|07 /01 2008 062751040 (21921270
06112008 |ooB2751040 [121921270
|nEmdr2008 |D0E2751040 21921270
n5s22i2008 0062751040 21921270
042302008 |o0s2751040 (121821270
09 oiz007 062751040 (121821270
|08 312007 |ooB2751 040 [121921270

Payments FED Load Information l Exit Snapshot

Mame |[A£EDI HINDE 5

Address1 |31 14 MIAM ST APT &

Acddress2 |

City [SAINT LOUIS

State MO Tip 53118

Gender IF—
Dob [oo1meen
WWiark Status lr
Referral Date W
Parent Type |2—

Zipd |3636

Wiorker Mame |GLENDA HARNZHL
Worker Phong W
I Grant |2827
Fz Grant |284—
Chid Under 6 |

Child Care
Tanf Marths |00

FSD Daily Load Indicator

Question: (dded 6[11/8

Why can’t I ‘OOPS!” an enrollment?

Answer:

Deleting Enrollments

If there is an alert sent after the individual was enrolled, this functionality is not
available. You will need to delete the alert prior to doing the ‘OOPS!” on the

enrollment.

Question: (dded 9/23/8

Should I complete the Domestic Violence screen in the Assessment?

Domestic Violence

Toolbox 2.0 Desk Aid Complement—CAP, Updated Noventidl, 2008
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Answetr:

No. The Domestic Violence screens should not be completed for CAP clients. The
current Domestic Violence policy and forms should be used. This form is available
under the ‘Forms Manager’.

Question: Udded 9]23[8

When I restrict a record for a victim of domestic violence, does it automatically
“uncheck” the boxes of ‘Searchable’ and ‘Share Resume’?

[ Searchable /

[+ Share resume

Answetr:

No, it does not “uncheck” these boxes. The restriction works the same way as it did
in Toolbox. Therefore, if those boxes are not checked, it turns off the public side
which means employers will not be able to view information on the
MissouriCareerSource! Site, and the client’s employment search and unemployment
insurance entry requirements will have to be staff-assisted.

Employment Plan

Question: Updated 11[10[8

If the TA recipient’s case closes and he/she is not in any other programs, should I
close the employment plan out?

Answer:

Since the Employment Plan is used by all programs, you have to be very sure not to
prematurely close it. If you know for sure the individual is not working with any labor
exchange-related services, is not working with any other programs (like WIA, Trade
Act, etc.), and will not be receiving post-employment supportive services for 90 days,
then it is permissible to close the Employment Plan and inactivate case manager. The
Employment Plan must be closed before you can inactivate the record for case
management.
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Enrollments
Question: Udded 6/3[8

Why am I getting this message “Cannot enrollment in this program (Permission
Denied)” when I tried to enroll a client?

Answer:

You will have to have the right “hat” on (1.e. CAP or METP) to enroll the client. If
you do not have appropriate permissions, contact Tech Support at
DWDSupport@ded.mo.gov.

Question: Udded 6/3[8

Should I close an enrollment if the case is closed on the daily FSD file?

Answer:

Enrollments should only be closed by the system. The system is incorrectly allowing
field staff to close the enrollments at this point. After the system is operating
propetly, the enrollments should close based on the FSD Daily Load.

Question: Updated 7[30[8

Why isn’t the appointment populating to the scheduler when case managers send call-
in letters to TA recipients?

Answer:

According to the programmers, this has been partially corrected. Please continue to
check the ‘FSD Daily Load’ Information on the ‘Seeker History’ to verify the status
and report any errors to Central Office CAP staff.

Question: Udded 9]23[8

Why can’t I enroll some customers in Toolbox 2.0?

MISSOURI

Career Center

Where talent and opportunities meet
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Answetr:

First check to see if there is a counselor assigned. A counselor must be assigned
before an enrollment is allowed.

Question: Udded 11]10[8

What does “CAP Job Readiness System Closed-Client Auto Enrolled mean” on the
‘Secker Histories’ mean?

Answer:

This means the applicant activity was closed due to the recipient auto enrollment. If
the applicant was in an activity, the activity also transferred to the recipient phase.

Question: Udded 17[10[8
How does an enrollment display in Toolbox 2.0?
Answer:

Once an enrollment is completed, the following will display in the ‘Seeker Histories’,
‘Seeker Services’ tab:

* Close date: Equivalent to the date the enrollment occurred; and

* Name of counselor: Name of the counselor who is logged in and performs
the actual enrollment in the system.

This resulted from a programmatic need for UI Profiling to create additional
information on the Ul Profiling Possible description when those particular records

display an ‘exempt’ or a ‘no show’.

Error Message

Question: Udded 17[10[8

Why did I get the following message?
“FRM-40654 Record has been updated by another user. Requery to see
change.”
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Answetr:

When you are adding a service to an Employment Plan and click ‘Save’ and click the
service again without any changes, you will get this error. If this happens, please email
DWD Support and provide the APPID of the client and the steps you took when the
error appeared.

FSD Case Worker

Question: Updated 7[30[§
Where is the FSD case worker displayed in Toolbox 2.0?
Answer:

By clicking on the ‘Secker History’ and the ‘FSD Load Information’.

Seeker Services Change Histary Motes Payments FSD Loat Infarmation l Exit Snap=zhot
Loaced Ot Dcn Ssn
H 08 [o030519542 493084269 =] Mame [HAWVERLAND CHRISTINA MAR
|2? WA 2008 0030515542 [493054269 Address1 [321 NWATER ST
[09-mav-2008 030519542 433064269 Address? |
[29-2PR-2008 0030519542 493084269 . City [CLINTON
[18-0cT-2007 |o030519542 [4a3054260 26 State MO
[12-0cT-2007 0030519542 [+a3054269 o Tip 54735
[20-806-2007 [003051 9542 [493054269 Zipd [1z77
[14-2105-2007 0030519542 [+93064269 Gender [F
[12-mar-2007 o0a0s19542 493064269 Dok [14-APR-1981
[05-mar-2007 0030519542 [4a3064269 wiork Stetus (53
[27-FEB-2007 0030519542 [4a3054269 Referral Date [29-MAY-2008
[21-FEE-2007 0030519542 493064269 Parert Type [2
[30-ro 2006 0030515542 [493054269 Wyorker Matme [Ga C TERRY
[20-5EP-2008 003051 3542 493054268 Wigker Phone (5608855531
[08-2UE-2008 |o030519542 [4a3054269 Im Grant |34
[25-Jur-2005 [o0z0519542 493064269 Fz Grant |51
[19-Jur-2008 0030519542 [4a3064269 CHild Uncler &
222005 0030519542 hgaymf - Chid Care |

The FSD case worker’s name and phone number appears above.
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GED
Question: Updated 7[30[§

When a client takes the GED test, when do we enter it in Toolbox 2.0 and what
outcome do we enter?

For example:
* Client took GED test on July 12
e The start date and end date would be July 12"

* However, the end date can’t be entered without an outcome
Answer:

In this scenario, the service can wait to be entered until the test score is received since
the outcome will not be known without the test score.

Highlighted Information
Question:
Why is some of the information “grayed out” in Toolbox 2.0?
Answer:
Anything that is “grayed out” is conversion data from Toolbox.
Question:
Why is some of the information “yellowed out” in Toolbox 2.0?
Answer:

Anything that is “yellowed out” is not editable.
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Immediate Engagement

Question:

What constitutes Immediate Engagement compliance in Toolbox 2.0?

Answer:

Immediate Engagement compliance requirements have not changed.

Missouri Career Source, Enrollment, Assessment, and a Follow-up Appointment will

need to be completed.

Incorrect Service

Question: Udded 9]23[8

Shouldn’t I be able to delete an incorrect service the same day it is entered?
Answer:

No. If you enter an incorrect service, close the service with an outcome of “Service in
Error”. This is the same as actually deleting the service.

Letters

Question: Updated 9[23[8

How can I delete letters?

Answer:

Letters can either be individually deleted or deleted as a group.

Individual deletion:

1. Go to ‘Seeker Correspondence’ (Yellow envelope icon).
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2. Click on ‘Query’ tab.

File Edit Mavigation Militw ki LHilite

Correspondence - CHREISTINA MAR HAVER LANDESS- 35 42649)

Query l

Creste Customer Document
Time

(4]

= [elete ] Previesy ]@ Save ] 3 Cancel ]’@ Close

3. Highlight letters you wish to delete.
4. Click on the ‘Delete’ button.

Individual deletion:

1. Click on the ‘Secker Histories tab. I8
2. Highlight the name of the letter you wish to delete.
3. Click the ‘Delete’ button located in the bottom left portion of the screen.

Group deletion:

1. Select ‘MO Utility’ on the toolbar.

File Edit Mavigation Options Utility MO WHility Window Help

POBBALAFUMIVARSVJERBMEA EBERCKSE « » @

2. Select Call-in Letters.

3. Select the location of the letters that were sent. Then select the type of call-in
letter that was sent. Click search.

4. Select the Review Letters tab.
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5. Click on Select All and hit the Delete button.
Question: Updated 6[25]8
Why are the free-form letters showing “Not Mailed”?
Answer:

The free-form letters will show “Not Mailed” since they are sent locally and not
through DWD’s portal.

Question: Updated 7[30[8

Why isn’t the appointment populating to the scheduler when case managers send call-
in letters to TA recipients?

Answer:

It is not populating because many times the TA recipient will not come in for their
appointment. In addition, in some areas one person sends the call-in letters and all of
these appointments would populate to their scheduler.

Question: Udded 9[23[8

Why doesn’t the date and time appear on the conciliation letter since that is an option
when creating the letter?

Answer:

The conciliation letter does not have date and time in the language of the letter.
Idealistically, this information should not display for entry.

Question: Udded 9]23[8

Will the reengagement letters automatically resend from Toolbox 2.0?
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Answer:
Yes. Toolbox 2.0 should be automatically resending the reengagement letters every

30 days. If this is not functioning propetly, please send an email to Central Office
CAP staff.

Question: (dded 9[23[8
How do I send a post-enrollment letter?

Answetr:

1. Select ‘Options’ on the menu bar.
2. Select ‘MO Program Specific’ from the list.
3. Select ‘CAP Post-Enrollment Letters’. The below pop-up box will display.

; "E_‘_ﬂ CAF Post Enrollment Letters

Name: e\ aLEE STONE

! Lettar| )
OHfice | CENTRAL OFFICE |
: [CENTRAL OFFICE

1

- {421 EAST DUNKLIN STREET P O BOX 1087

: |JEFFERSON CITY M [ss1021087

#  Counselor [CHRISTINE GARDRNER

{E’? ‘send Letter | ’@ Cloze |

4. Complete the necessary information required to send the letter. Hit the ‘Send
Letter’ button.

Question: Udded 9[23[8

How can I review letters?
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Answetr:

You can review letters by double-clicking on the letter name from the ‘Seeker
Histories’ screen or through the Call-In Letters List.

To review from the Call-In Letters List:

Click on ‘MOUtllity’, ‘Call-In Letters’, and ‘Review Letters’.

ile Edit Mawvigation LUHility w2 LHility Window Help
POBRBRFO M D LEeVvIRFME BRRCKSE «p @
Send Lefters  Review Lefters [
Office: | - Date: (091108 - ) Search |
Letter: K -] =5 App k|
Cliert .\\ Crested Address Letter Counselor
[ [AHOLT, DENAC \ (09711 /08 2215 SHAWHEETOWWM FORD | RD | U\|Pnst Enrolimert Sanction [FraMCES ROSENKRaNS 8] B
[/ [ALLEN, HEATHIR 8\ |05/11 /08 154 PORTER MILL BEND DR | CAMDENPost Enrallment Sanction [AhAANDA VILLIS
[ [BLAR, NATASHAM \ 09711085 FIR TREE LN [WRIGHT CITY, MO 63 Post Enroliment Sanction DM TIPTON
[ [BOm, RANALTA REANY 0971108 (PO BOX 25 | Wit YHNESYILLE, MO 655 [Post Erroll Reengagement  [EMILY LUNN
[/ |BRANT, DAMEL ¢ C\ 091108 [14240 STATE ROUTE B | LOT 21 | SA& |I3{u:-31 Enroliment Conciliation  |PAM WATKINS
[ [BRANT, KATHLEEN DA D\ |09/11/08 (14840 STATE RTE & #21 | ST JAMES,HJSi Enroliment Conciliation  |PAM WATKINS
[ |BRown, ALicis ¢\ \ [0911/08 1679 KOLE HOLLOW RD | CLIMAX SFPpst Enroliment Sanction [AMAND A WILLIS
[ [BYLER, MATTHEWY AUGNAN _ \Q3/11/08(PO BOX 93 | LINM CREEK, MO BS052C|CRP Call-in Letter #1 |AMAND A WILLIS
[/ |coDy, CARIM L \ D3 1/08|P.0. BOX 474 | CLARKTON, MO 6383 Pekst Enroliment Sanction [MONTY SHAVER
[/ |COLLINS, KRISTINS, S \__[08s1\08 112413 MYSTIC HLS | WRIGHT CIT, W{Pok Enroliment Sanction [Dasm TIPTON
| | COMROR, Witk L \ _loas1 R|18011 SAINT GERARD AVE | WRIGHT|Podt Enraliment Sanction [Dm TIPTCN
[ |cOoPER, ASHLEY R \ [oan msh\su SE GRAMD &4E | ELDON, MO 651|Pos} Enrollmert Sanction [ROBYN ROBERTS
[ [DUCKETT, JCMI b \DQH 1108 |3|:|‘3\3 3RO ST |WRIGHT CITY, MO 53:|P03‘ Enraliment Sanction (D TIPTCM
[/ [FINLEY, DOROTHY JEAM MAE D6/11/08|308 DQLPH ST | KENNETT, MO 63857 Post|Enralimert Sanction [MONTY SHAVER

[ [FISCHER, TINA MARIE b

= [elete

You can then search by Letter Type,

sent.

Mumber Selected:

HWAY 26 W | WIENRA, WO |PDSt nroll %ol Conciliation

| Records: 32

X 10814015

Liry, Select &l

|REEFECCA LOCKARD

L, DeSelect &

Question: (dded 9/23/8

Will there be further enhancements with the letters?

Answer:

Yes.

tfice, and Date to find the reengagement letter

1. The order of the letters in the drop-down box will be rearranged.
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2. The tab order on the pop-up box will be adjusted to facilitate inputting the text
tields. (i.e., appointment date, time, duration, etc.)

3. The ‘Delete Correspondence’ button will be added to the ‘Seeker Histories’ tab
when sending the Post-Enrollment Sanction letter.

Question: UUdded 11]10]8
Why won’t Toolbox 2.0 allow me to delete a call-in letter after the day it was sent?
Answer:

Toolbox 2.0 was allowing this in error. The Letter policy has not changed and letter
deletion is only allowed the same day the letter is entered in Toolbox 2.0 since the
letters are mailed the next morning.

If a letter was sent in error and not deleted, Central Office CAP staff can be notified
prior to 8:30 the following morning so the letter can be pulled. If the letter was sent
in error, not deleted, and not pulled, the customer should be notified of the error and
case notes should be written.

Question: Udded 17[10[8

Why isn’t “CAP” on the free form letter listing?

Answer:

Previously “CAP” was on the free-form listing and this is where the call-in letters

could be edited. Now the call-in letters can be edited from the ‘Review’ tab on the

‘Call-in’ Letter screen. If any free-form letters need to be sent for CAP, the ‘General’
tab should be used.

Location Logged Into
Question: Udded 6/3[8

If a case manager is logged in under one county but are working with a client from
another county, does the case manager need to switch counties before serving the
client?
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Answetr:

No.

They do not need to switch counties, the case managers should be logged on

wherever they are serving the client. If the case manager is entering information at a

later

time, they should still enter the information based on where the cm served the

client.

MQ

Question: Updated 6[11[5

What should we do if MQ doesn’t work?

Answer:

If the MQ process isn’t functioning, the following protocol should be followed:

1. Verity with FSD the individual is required to complete IE.
2. Complete the assessment and Missouri Career Source information.
3. Obtain the information for the ‘CAP Appropriateness’ tab.
4. After the referral comes in the overnight file, enroll and complete the ‘CAP
Appropriateness’ tab which will send the IE compliance alert.
&
Enrollment Appropristensss I Employment Plan Progress Clasures
General CAP l
If applicable, describe how Age is a barrier to employment and training Occupational Goals
ot & barrisr - * Shart Term:
-] home heath, waitress, fast food, customer service (=
If applicable, describe howe Appeatance iz & barrier to emplyment and training =
- * | ong Term:
not & barrier =
= home heath, day care =l
If applicable, describe how Attitude is a bartier to emplyment and training :
not & barrier states she has a poor attitude of her self = .Egﬁgfl_?enrarlfoals
= rione: st this time =
De=zcribe what the participant's strencgths are =)
willing to Wtk = * Long Term:
=5 none at this time =
Training Servi =t
Completed Date: b;a:;;ged for\'f::lc;st:u Record |_1 of |_3 ﬂ ﬂ = Add | @ Save | 3 Cancel

Toolbox 2.0 Desk Aid Complement—CAP, Updated Noventidl, 2008 30



MISSOURI

Career Center

Where talent and opportunities meet

MissouriCareerSource.com,

5. Verity the IE compliance code shows on the ‘Seecker History’ screen.

File Edit Mavigation Options utilil'--' WO Utility Window Help

PORBRSC

?‘: 74 Seeker Histories - CHRISTIMNA MAR HAVERLAMD@#E-#3-4265)

Seeker Services I Change History Motes Paymerts FED Load Infarmation Exit Snapshot
Display Options Courts Training VWeeks
v Service History [ Tasks [ Alerts WD Referrals: | 5 Placements:[ o Remedial| 0
v Correspondence v Appointments # Enroliments Self Referrals:| 6 Services: | 21 Occupstional| O
Wiorkshop Motices [V WWSL Referrals Emplayer Referrals: I_D Seratch Pads:| o QJT: I_D
Tetal] 0
| Drate | Type of Service | Caounselar | * Description | ResLitts
JACK .':I:IrT'IF:lliElﬂ With Immediate Engagement | Complied with Iimmediste Engagement. _ -
Iusm 508 |Enr0llmerrt |JACKIE WESVER  |CAP Applicant [2ctual
051 55 |Service [RUTH LESMEISTER  |Job Search Activity |
04/20m8 | slert [JACKEWEAVER  [VOLUNTARY WITHDRAWAL OR CASE CLOSING | Works Status I Inactive |
4/ 85 |Correspondence [DOMMNA DEMPSEY  |Free Formst Letter il
[n4/m9m5 |Correspondence [JACKEWESVER  |ReEng Post Enroll Sanctioned il
[n4/03m8 |Correspondence [JACKE WEAVER  |Free Format Letter il
034 0ma |Carrespondence [JACKIEWESAVER  |ReEng Past Enroll Sanctioned il
[n208m8 |Carrespondence [JACKIEWESAVER  |ReEng Past Enroll Sanctioned il
[02/04m8 | Correspondence |DOMMA DEMPSEY  |Free Format Letter Wil
[01/m9m8 |correspondence [JACKIEWESVER  |ReEng Post Enroll Sanctioned il
[12/2107 [Correspondence |[KAREM BEVANS [Free Format Letter Mailect
[12¢10107 |Carrespondence [JACKEWESVER  |ReEng Past Enroll Sanctioned il =
Ef.é Print List
Objectives

Question: dded 6/2]8
Why is conciliation under Life Skills Objective?
Answer:

This service was listed under the wrong objective. This has since been removed from
Life Skills and should only display under the Assessment Objective.

Outcomes
Question: Udded 10[8[8

What outcomes have been changed in Toolbox 2.0?
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Answetr:

Effective October 3, 2008, the following changes to outcomes have been
implemented:

1. ‘Assets Exceed Limits’ was removed from the ‘CAP Unsubsidized Paid
Employment’ service since this outcome is for Trade Act.

2. ‘Employed’ was changed to ‘Employment Obtained’ for the ‘CAP Job
Search Assistance’ service.

3. The following were removed from the ‘CAP Basic Skills Remediation’
service since these outcomes atre for Trade Act:
0 Deceased;
Did Not Complete-]Justifiable;
Did Not Complete-Unjustifiable;
Family Care;
Health-Medical;
Institutionalized; and
Reservist-Called to Active Duty.

©OO0OO0OO0OO0OOo

4. ‘Did Not Complete’ was added to ‘CAP Basic Skills Remediation’.
Question: UUdded 11]10]8

What should be entered as an outcome if the client does not complete the activity (i.e.
only does 15 hours of job search instead of 20)?

Answer:

The outcome “Did Not Complete” should be entered. Then the hours that were
completed should be entered on the Verification tab. The entered hours will be sent
to FSD for federal reporting.

Question: Udded 17[10[8

Why was ‘Advanced Degree Obtained’ added as an outcome to the
‘Occupational/Vocational Education’ service?
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Answer:

This was added as an outcome since per the final federal regulations, advanced
degrees (i.e. Mastet's Degree) are now allowed for the Vocational Education and
Training activity. Please note the 12 month lifetime limit per TA recipient still applies.
Question: Udded 11]10[8

What should be done if an activity is entered in error?

Answer:

The outcome “Service in Error” should be entered. If another activity should have
been entered, the correct activity should be entered and a change request should be
submitted to back date the activity. Please note “Service in error” is not sent to FSD

for federal reporting.

Participation Hours

Question: Udded 6[12[8

Where should the required hours of participation be recorded in Toolbox 2.0?
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The required number of hours should be noted in the ‘Employment Plan Screen on
the ‘Employment Plan’ tab in the ‘Comments’ Field.
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= D&l Task ]

Enil Diate: | Outcome: / Del Service

E Schedule] ﬁ Print Plan] + Mewe Planl == [l Plan l @ Save l 3 Cancel l

S M« » W
ES il

+ Al Service] Cornrnents] E Werification

Training Yweeks

Femedial:

Occupational:.

QJT:
Tatal:

F=D Months on TANF:l:]

$ Payment | @ DESE |

 af the Employment plan
il

Permissions

Question: Udded 6/3(8

What if we can’t access various portions of Toolbox 2.0?

Answer:

These are permissions and need to be granted through Tech Support. The requests

can be emailed to DWDSupport@ded.mo.gov.

Restricting/Unrestricting Records

Question: Udded 9[23[8

How do I unrestrict a record?

Toolbox 2.0 Desk Aid Complement—CAP, Updated Noventhl, 2008 34



MISSOURI

Career Center

Where talent and opportunities meet

MissouriCareerSource.com,

Answetr:

There should be someone in your office that has the capability to unrestrict a record.
The person with this access simply clicks on the “Restricted” check box located on
the ‘Seeker Info’ tab. This information will write to the ‘Seeker Histories” and a case
note must be entered for documentatio

‘eteran '!r'nfnrrriﬁﬂ-"irj
| et E‘._tatus;im - Mone v| Trar qn:l:|
H | Fecently Separated =erved From| Served To
T Served in Campaion

[ Print an Summary [Resuae) | |
[ Service Ended by Béabiiity | |

Bl Spouse Curpetitly ijepln:n'fed |n Reserves or MNational Guard

A |

Eranatt| ] [ Status Verified
SOuFCE: ]BONNIE SUMDERRMAM [ Partial Secker
W Restricted [ Secondary Courzelor

Prior to unrestricting a CAP record, a written statement must be obtained from the
customer indicating that he/she no longer requires the record to be restricted.

If you had the ability to unrestrict a record in the previous Toolbox system and you
no longer have this capability, a request needs to be submitted through your

“authorized representative” to DWD Tech Support for processing.

Secondary Counselor

Question: Udded 9]23[8

Where does Toolbox 2.0 show the secondary counselor?

Answer:

This is shown on the “Counselor Information” screen.
Services

Question: Updated 6[17[5

How do we end a service if the customer is unable to come to the office since they
don’t have any gas?
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The following can be completed:

1. Enter ‘Completed’ on the ‘Outcome’.

ility MO U

Plan'- of i] L]

Objective:|.job Search Assistance
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Job Search Aszsistance
|:CAP Joh Search Assistance

Job Readiness

= Add Task
== Del Task

Endl Dste: | | Outcome: || / | p——— Serwce]
Oiecive:| /| start Dste: pernane| = AddService| ) comments B veritication|
Service: | /| Hours:l— P Applicart TR% Training Wesks
4 Add Task Remedial 0
T ] Ocoupational: m
= Dl Tasl
| | o[ o
End Date.l Outcome: | —— Serwce] e m
CUmmemS3IChristina iz in & 2 parent household, she will be required 35 hrs. & week. A FSD Morths on TANF:

= Schedule] ﬁ Prirt Plan ] + Mesy Plan] == Del Plan ] @ Save

] 3 Cancel $ Paymert ] o DESE ]

Recard: 111

2. Enter a case note.

1A UHility

File Edit Mavigation Options

PORBALOMITABS VS M BEA O

Litility

Window

Help
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File Edit Mavigation Options Utility WO Wtility Window Help
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Question: (dded 6[25]8

How does the “Trial Participation’ service differ from ‘Conciliation’

Answer:

“Trial Participation’ is the two week period the T'A Recipient is complying to lift their
sanction and ‘Conciliation’ is the period of time during which the case manager and
the TA Recipient attempt to resolve or overcome barriers to the TA Recipient’s
participation. (Separating these services will also allow future reports on sanctioned
individuals who are participating.)

Question: (dded 6/17]8

Why is the word “CAP” no longer in front of the Treatment and Support service?
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Answer:
This service is actually for PFS and was incorrectly displayed with “CAP” in front of

this service. All treatment and support services are now identified in the system as
mental health, physical therapy, and substance abuse.

Session Timing Out
Question: Udded 6[17 |8

Is there a way to reenter Toolbox 2.0 after the session has timed out without going all
the way out of the Internet?

Answer:

Select the ‘Refresh button’ which refreshes the java screen and you can log back in
there.

‘A Toolbox2 - Microsoft Internet Explorer

File Edit Wiew Favoribes \Tools  Help l?
— ' - — n T - [
2 g I e i &b e T z = ﬁ
@ Back <) |ﬂ |ﬂ _ﬂ /- Search ° .~ Favarites {E (B 5 7] _.]
Address |€| https: }ftoolbox. ded. mo. goviforms frmservlet V| Go  Links ® @ Snaglt E (55}

~

Question: Udded 11[10]8

What is the difference between the ‘Start Date’ and the ‘Actual Start Date’ on the
Employment Plan?

Answer:

The start date is a “place holder”. The activity and start date can be entered once it is
determined the client will be participating, working, going to school, etc.. The actual
start date is the date the client actually started the activity. The start date and actual
start date will either be the same date, or the actual start date will be later than the
start date. The actual start date can be backdated seven days from the current date.
(Please note, only actual hours entered on the Verification tab count toward federal
participation.)
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Example
* The customer calls and says he/she starts a job tomorrow on 10/28, so the
case manager enters a start date of today 10/27, so it can be recorded.

* The customer actually starts the job on 11/1 and this has been verified, but the
case manager is out of the office until 11/3

* On 11/3, the case manager enters the actual start date of 11/1.

Support System History

Question: Udded 7[30[8

What is the ‘Support System History’ screen?
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E Help
POABOSAOMAIVERSVSERE BECKSS® @

[ ¥}

“Support System Hist.

.  Family Situstion Issues
it | Anyone in seekers household have special nesds: | <]
Dioes seskers housshold inche otver actits: | | Describe:|
e e . Diepert n suppert, trom family & friends: . W
Transportation Esuss: |
i Ever received assi's"t'wc;e-inﬁﬁe p&st E
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' . Aocess tovehicle: Mo =
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FEM-40Z00: Field s protected against update:
i e '
Answer:

It is a display screen only and it is not used for CAP.
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TA Months
Question: Udded 7[30(8
Where can the total TANF months be found in Toolbox 2.0?
Answer:

Click on the ‘Employment Plan’ screen and ‘Employment Plan’ tab and this will
display the ‘FSD Months on TANF.

= o Sermqe| Cn:nmmerit_s| é Veri‘ficaﬁan]

1
w o Training Weeks
medial:‘i_‘!:l.
atiu:unal_:i—l;l
ot 0
Totat| 0
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i

Tasks
Question: Udded 6/3[8

Why am I getting a task regarding closing a case and why does the case have to be
inactivated when the recipient has been closed for CAP for awhile?

Answer:

This is a feature that is sent to the primary counselor on the case. Tech Support is
aware of this and has it on their agenda to discuss.

Question: Udded 7[30(8
Will a case remain active past 90-days if there is a pending task?
Answer:

No. It will close at the end of 90 days.
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Question: Udded 9]23[8
Will I receive a task when a reengagement letter is sent?
Answetr:

No. Toolbox 2.0 will not automatically send out tasks when reengagement letters are
sent. This functionality was not implemented since some case managers have large
case loads of sanctioned individuals and he/she may not be able to or want to receive
that amount of tasks. In addition, some sanctioned records are not enrolled and
therefore are not assigned to case managers. If you would like to track the sanctioned
individuals, you can add a task when the reengagement letter is sent if you would like
to track those individuals. Another way to search is through the call-in list.

Teen Parents

Question: Udded 11]10[8
Will the teen parent indicator show for TA applicants?
Answet:

No. The indicator will not come over until the T'A applicant has become a TA
recipient, if applicable.

Transferring Records

Question: Udded 11[10[8

How do we transfer clients to CAP locations since these are not available to transfer
tor

Answer:

This Toolbox 2.0 functionality has been completed and cases can be transferred to
CAP locations. The CAP locations are displayed in the drop-down list for the ‘Case
Transfer Functionality’. If a location in your region is not showing or you need to
know what location to transfer a record to, please e-mail Central Office CAP staff to
resolve.
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Question: Udded 11]10[8

I transferred the client to another location and they haven’t assigned them, what
should I do?

Answer:

Let the other region know the client has been transferred. However, until the client
comes in, he/she cannot be transferred to a case manager and will stay on the transfer
listing. CAP is working with I'TSD to try to set up a “Dummy Counselor” until the
client comes in.

Transferring Records
Question: Updated 11]10[8

Can we reassign a TA recipient to another region if he or she wants to be served
there?

Answer:

Yes. The customer needs to complete the “Customer Choice” form. Then you can
transfer the client using the “Transfer Clerk’ feature. After the transfer is complete,
notify the TA recipient and delete the task. The record needs to be checked

periodically until the “new” region assigns a primary case manager at which time the
previous primary case manager will be removed.

TRE/WRE
Question: Updated 6[11[5

If a client is in two different core activities to fulfill their required hours, does it
matter which service their TRE is paid against?
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Answer:

The TRE/WRE Payment Screen will allow amounts to be split for the ‘Service’.
Therefore, the payment should be entered for the appropriate ‘Service’,
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Question: Udded 6/3[8

Why can’t I enter TRE for a case that the system prompts is “inactive”?

Answer:

“Inactive” in this situation is referring to case management, it is not referring to if the
case is “active” with FSD. If the case manager is working with the client, the case
needs to be active and then TRE can be paid.

Question: Udded 6/3[8

Can I delete a WRE payment?
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Answer:
If you have access to delete WRE, there will be a button on the ‘Payment Tab’ under

the ‘Seeker History Screen’. If you need a payment deleted and you don’t have this
access, email Central Office CAP staff and we will delete the payment.

Question: Udded 6/25(8

Why can’t we pay TRE when we have a ‘Start Date’ entered on the ‘Employment
Plan’ screen?

Answer:

The ‘Actual Start Date’ must also be entered.

Question: Udded 7[30[8

Is there a way to review TRE/WRE payments?

Answer:

Yes. A new feature has been added to Toolbox 2.0 which allows users with access to
review TRE and/or WRE authorized by a specific counselor. Users who have the

ability to reconcile WRE will have the ability to perform this query.

At this time, there is no ability to print the data as a report.
To access this feature:

* Select ‘MQ Utility’ from the menu bar.

File Edit Ravigation Utilite WO Utilite Window  Help

OB FOM VAR /EREA BECKST (P E

* Select ‘Fiscal Payment Query’ from the drop-down list.
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* The ‘Fiscal Pay Maintenance’ screen will come up.

File Edit Help

oy o oy o |

* Hit ‘F2’ to select the counselor. This will display an active list of counselors for
the region/location. In addition, the search can be refined by selecting a date
range, vendor name (for WRE only), SSN of the TA recipient, and pay type of
TRE, WRE, or both.

Question: Updated 7|30[8
How is WRE reconciled?
Answet:

WRE is reconciled by

* Locating the client on the fiscal payment screen
* Highlighting the voucher
e Enter in the check number, date of reconciliation and new amount.
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Please note, this cannot be completed form the ‘Seeker History’ screen and ‘Payment’
since there is no ‘Save’ button on this screen.

Question: Udded 9]23[8

Do I need a certain type of access to delete pending TRE/WRE payments?
Answer?

No. Any CAP staff should be able to delete TRE/WRE while in pending status.
Question: Udded 9]23[8

Why is WRE calculating off of the authorized instead of reconciled amount?
Answer?

This error has been corrected. Please let Central Office CAP staff know if this error
occurs again.

Question: Udded 17[10[8

What should be done if an incorrect amount of TRE was entered?

Answer:

If the payment is in “pending” status, the payment can be deleted and the correct
amount reentered. If the payment has already been “sent”, and needs to be increased,
a change request needs to be submitted. If the payment was sent and needs to be

decreased, local “recouping” procedures need to be followed.

Updating Addresses

Question: Updated 6118
Why is this record still showing in another county?
Answer:

In this case, the address hasn’t been updated.
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To update the address:
1. Change it on the ‘Seeker Info Tab’
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2. Verify the ‘Change of Address’ writes to the ‘Seeker History’

ation Options  Wility WO Liilit

@@ﬁs@ﬁ©ﬂﬁ

B Oe s SHM® HECKDD

4 » [N

Secker Services l Change History Motes Payments F3D Load Information Exit Snapshaot
Display Options Counts Training Weeks
[ Service History W Tasks [ Alerts DD Referrals:| 0 Placements:| 0 Remedial
W Correspondence [ appointments [ Enralime: Self Referrals:| 0 Services:| 2 Occupstionsl
W horkshop Motices W WWSL Reterrals Employer Referrals:| 0 SocratchPads:| o OJT, 0
Total a
| Date | Type of Service | Counzselor | Description | Results

0602108 [2lert [CHRISTINA HOLMES: |Change of Address | |
|oBm2i0 [Service [CHRISTINA HOLMES |assesamen| |
080208 [Enroliment [CHRISTING, HOLMES [CAP Applicart | a.ctusl
|04r29/08 [Enroliment M5 CONVERSION _[CaP Appiicart |Possible
[1114.07 [Correspondence [DISME TURNER [CaP Call-in Lger #1 |Mtsile
[10031 07 | atert M= COMVERSION  |Change of Address | LOCATION TRANSFERED |
[10m3:07 [Correspondence [DIANE TURNMER [CaP Call-in Letter #1 [Mtailect
[10/05.07 [atert M= CONVERSION  [Change of Address | LOCATION TRANSFERED |
[10/03:07 |Carrespandence [DIAME TURNMER |c2P Callin Letter #1 [Mailed
091007 [aert [MIS CONVERSION  [WOLUNTARY WITHDR&WAL OR CASE CLOSING | Works Status I Inactive |
0904007 | aert M= COMVERSION  |Change of Address | LOCATION TRANSFERED |
0703107 |Correspondence [PATRICIAWOODS  |Free Format Letter |Mtsile -

EEE Print List

Toolbox 2.0 Desk Aid Complement—CAP, Updated Noventidl, 2008

a7



MISSOURI

Career Center

Where talent and opportunities meet

3. Verify FSD has received the alert

4. If it is still showing the old address, it is because FSD has not sent an updated
address.

Verification Tab

Question: Udded 11[10[8
How do I enter partial hours per day since Toolbox 2.0 will only allow whole hours?

For example, client completed the following in a job search:
e 2% hours on 10/8,
* 10 Y2 hours on 10/9,
* 3 hours on 10/10,
* 2hours on 10/13, and
e 2 hours on 10/14.

Answer:
If there is an hour or a few hours in minutes for the week, just appropriate those
hour(s) to whichever hours that had the highest minuets. Regardless, the hours

entered should equal the weekly rounded amount.

In the above example:

* 2 Y hours, 10 V2 houts, 3 hours, 2 hours, 2 hours= 20 houts
* This could be entered as 3, 10, 3, 2, and 2

Another example:
* 2 hours 20 mins, 5 hours 10 mins, 6 hours 35 mins, 7 hours 8 mins = 21
hours 13 mins or 21 hours rounded
e This could be entered as 2, 5,7, 7
Question: Udded 17[10[8

Why can’t I enter the hours for a particular service on the “Verification’ tab?

Toolbox 2.0 Desk Aid Complement—CAP, Updated Noventidl, 2008 48



MISSOURI

Career Center

Where talent and opportunities meet

Answetr:

If the ‘Actual Start Date’ is not entered, the service will not appear on the
“Verification’ tab. If the service was ended and no actual start date was entered, the
hours cannot be entered. I'TSD will generate a report so Central Office CAP staff can
work with field staff to correct services that were ended with no actual start date.

Work History

Question: Udded 17[10[8
How do I complete the Work History in Toolbox 2.0?
Answer:

You can complete the work history by:

* C(Clicking on the Assessment icon ¥ on the menu bar;

* Clicking on the green check mark under ‘Job Description’;

* Typing in the appropriate fields to send either the unverified/verified work
history; and

* Clicking close.

The ‘Seeker History’ should be check to confirm the alert has been generated.

In the near future:

* The employer’s phone number will be added as a field in the Work History
box; and
* The salary amount will be sent to FAMIS with the work history alert.
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